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Lo Fhilosophy

The Office of Commmicetions has a carefully conceived
oarem Por developing the fullest potentialities of its manpower.
progren has thres basie aspectss

1., Appointment - Selecting the best gualified, available
pevsca for a specific Job.

0. Rotaticn and Transfer = Moving persons to new Sobs
in ececedonce with their most valuable qualifieations and the
orgenization's neods.

3. Promoticn = Setting standards Por progotien end defining
o edministering promotion policles which will encourage qualified
exployees wo mmke thelr esveer with the ovgsaization.

B, Functicn

Iﬁisthemwimofthecare@mﬁwmmﬁhe
office of Comunieations to act a3 an advisery bedy to the Aesistent
Director, Office of Communications, on this program. The Board is
specifically respoasible for 0/C pewsonpel below the grade G8-12
jevel. (Perscunel im gredes GS-12 and sbove ere the responsibility
of an od hoe committee vwhose chalrman is the ADCO.) In cvder %o
efPeet the review of the potential of each cuployee cu & continuing
bosis, the 8B has been essigned the following specific toskss

1. Appointment

a. Reviewing the gualifications and the growth
vosential of all candidetes for positions in grades fran GS-T to GS-12.

b, Reeczmending "vestibule wraining” on the basis of an
evapination of the candidate’s pre-entry training, experience, and the
b roquiremsnic. -
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b, Recomsending specific wraining prograzns snd zevieving
mnsfwmmaawmnmmmwmuwm
afficiency snd further his developnent.

3. Promotion

a. Reviewing the grede status of esch exployee periodically
4o ascure that certein stendards sre maintained.

h
b. Reviewing the performasce and munwticm of eac
esployee periocdicslly to insure that be receives warranted promotlons.

c. Reccamending specific training for those individuals ‘
vio have demomstrated potential for propotion.

C. FPersoomel |
The Career Service Board is coxposed of the following individuals:

ADCO - Chairman, ex officlo

DADCO - &z officio

Special Assistent to the
APCO, Chairmsn

mvisi.:an Chiefs « Mezbers 25X1A9%a

Ass't. Chief, Perscopel Branch -
Executive Secretary

Chief, Training Branch -
Praining Adviaor

Recording Secratary

with the
In eddition, the PDC Placement Officer o=@y peets
Board as an advisor oo Agency placement policies and procedures,

D. Meetings

Y h week at
The Careor Service Boapd muy meets twice eac
2400 p.m. Monday and Thursday. ‘The Mouday meeting 1:&& nmallyum tgema el
to the consideration of individuals vho are due for y eton
essignment. mmmMmgismwmdtotMcmwa
of those eligible for promction. This schedule is kept gufficiently
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III.

flexible for consideration of ey psreoanel problem calling for
Board sction.

DETAYLED FUNCTIONAL STATEMERT

SR T s S o e OO SDREY

L. Appoiniments

1. The file and sll supporaing papevs for each candidate
Par a position in zrades GS-7 through G8-12 are reviewed by the CSB
after all interviews have been complgted, The Board exsmines the
record of the individusl's background and experience, education
{formsl and technical), militayy exparience, gtability, character,
and general suitability. These Pactars are cvaluated in terms cf
the immediate job requirements and the long range requirements of the
office. The Board makes a reecmmendigiion %o the ADCO, including tue
reasons, as to whether the candidate should or should not be employed.

5. when the Eoard hes recomcended that an individusl bde nired;
it considers the individuel's ‘technigal strengths and weaknesses; it
then proposes a program of training designed to assist the individual
to improve his qualiticetions. The Praining 0fficer, who sits as an
advisory member of the Board, narticipates in developing the program
and becomes responsible, with the Chiel, Personnel Branch, fur the
execution of the approved program.

B. Rotations and Transfers
1. Rotations

Rotation is the movement of personnel between Heade
quarcers and the Forelmm Field. The following is a chronology of
steps taken in the Rotatlon procesas:

a. Foreign Fleld Employee
%lovee - Prepares Home leave and Reassigonent

Request and forwe: ¢ Headquarters through immediate supervisor and
Arvea Chief six months prior to completion of tour of duty.

Tmrediate %jarﬁaa* - Prepares an efficiency report
and ccmpletes his portion of the Home lLeave and Reassignment Request
form. '

Area Chief - Reviews the Request and Efficiency Report;
completes his portIon of both Porms; forwards to Headquarters.

-3 L 2]
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Perscunel Branch, Perelgn Section - Recelves Request
from Field, checks far campleBeness; ii complete, obtains informa-
tion fros I'ield, farwvards to Euecutive Scmta.ry

Exscutive Seed = Reviews for completenecas;
instructs clerktop!ace m & pene on forthcoming CSB agenda

and forvards to opersting Divicion Chtef.

rat Division ef = Reviews Request and
PrEpares Irecoumms on; forvaxrds ﬁm’? with remxﬂa‘tim to
Executive Semm*y

Executive Seer = Reviews recommendations for
jndications of additictal cooftinetion; instructs clerk on supporting
papers o be prepared.

' flerk - Assenbles 0/C personnel folder, officia)
perscmnel folder, other required data; prepares (8B Data Sheet; holds
case for action by Board; preperes dwaft agenda and forwards to

Recording Secrelary.
Recording Searotary - Prepares and dietiibutes final

agesdia to Beard.

Executive Searelary - Presents the case to Board
Chairmen for Boerd review,

Career Service Boerd - Reviews all data and prepaves
recamendation ©0 ADCO; members dictate Board's reccumpendation to
Recording Secretary; Board's recommendation specifies training required.

ecoraing Secy ~ Prepares Bosrd Action Memarendum
for approvel of A 3 ' to each Board member for
signature; hand carries ai.gmd Memoxrandum to DADCO.

m& Assistant Directar, Office of cmt«tiam @
Revievs the case Ior ¢ ness; reviews th ocomendation

adequacy and conformance with Office policy;. we&aats to ADOO (If'
DADCO disagrees, case is returned to Board for furtber comsideration.)

Asgistant Director lee of cmm:lcaumo = Approves
recomsended actiol and returns Lo g Secretary. (If ADCO dis-
sgrees; the case is returned to tba Board for further action.)

SECET
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Execuiive Bum - Rotifies appropriete Poreign
Section to initiate action. [Jce Stetement on Fareign Section.)

Rote: Employee haa option of appearing hefore Board
for discussion of essiznment when he returns to Headguarters.

b. Feadquarters &M_Moyae

Procodure is same as that of Field except that memorape
dum frum sppropriate Headquartors Divisicn repleces HL&R Requast Fomm,
Initiel assignrente velow GE-T grede are not required to be submitted
to the Board.

2. ‘Treunsfers
a. Poreign Fleld Employee .

: = Freperes memcrandum of request for transfer
vaich is forwarded cugh channels to apyropriste Foreign Section.

Persopnel Breauch, Fere Section - Reviews Regquest
for completeness; Torwards ©O LDPropric s Divisicn.

mgﬂﬂﬁl - Revievs Request and all

| supervisory 8 ne mepits; employee is ususlly asked o
hold Request until his return to Headquarters to disouss future with
0/C; if emplayee agrees, file ‘e forwarded to sppropriate Poreizn
Seetion wmtil his retwrn; if exployes does not agree, file is presented
%0 Boayd for reviev. _ ’

25X1A6a

, Career Servies - Reviews cace and gives tenta-
tive approval; instructs hxecw:ive tary on case,

Executive Seavetary - Shops file in 0/C; re-submits
for finalization by Boerd: ’

> Sex- Boaxrd - Recammends employee's release
gment Tor euployse found in 0/C and he persists
in desire for transfer; instrucis Executive Secretery to complete acticn.

Searetary - Requests FDC to shop file or

Tyrien e HBAS AU ﬂy 7-" ﬁf Wn‘ amihbility;
ne Jifies employee that upon trensfer bis career in 0/C is terminated.

* .. v,Headquerters end [ &x10yee

Pmployce - Preperes Meworandun of Request for T ansfer
r A 1,:4‘. em'ﬁel‘ w mvi.iw Chief. : »

25X1A6a

Division Chief - Parvards Request with comments (if
ke canmnot dissuade oyse Perscenel Braach,

- R
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- Bhops file withdn 0fC; o2
squest So Soard for #iaal ecticn.

Carcer Scrvice gz’m’i “ u‘f't"u& o5 sggcu&iw Hearohnry

somerining case.

. Executlve Semgg - Poon epproveh of Boapd, Tegquech
A o dhep Pile o cdvigee &an_emte Ageney eopponunt thab cma};s" Sy
1 @ mmm.»s notifice employen o Boerdis decisicn snd m~ smes bilm

#hat vpen tvansfer; nis coreer im 0/C ie ternipatsd.

¢, Promotioma
L. Fumeticn of pozm listiog.

Tee Office of Commmication: has daveloped n syctam Lo
reRbing 158 employces within GS grade groups for the purpose of inmws
ing that cach individual’s perfommmnce Fucord eand propoidan ellgihNid:
are periodically reviewed. This nystem is organized szovnd o Bosin
rabing o index., The aowr reting is en vwithwebieal exprossion of tha
feldoving factors; ‘ :

‘8. Yoers of experimce (yeurs simee mgh Bchonl gre ‘
' tiem)

b. Yeers of formal educetion (chbove High Achosl)
e. Yoars of Jik spd veletsd experisms

d. Yaa 8 in mwm*h zzms

and the totel is %&ze BOFR SC0IT,
zech 88 grade group, waich 1s used to Mﬂm %vm e ela*ﬁi’ve 83
¢F aun individusl's o scove HO mat of ¢he (S grouww €2 & zzmle.

2. Cases of (8-7 through G8-11

The Corcer Service Boavd reviews the pevformense and
aualificabions of cech individunl of this grdup in the ovdsr of the
gorxr ioting. The Board ccheduler thess voviews go $het gvary indivie
dual®s case {im ¢hia avade group) caves wefore the Boerd peviedically.
e ,ﬁ!ﬁﬁmmﬁ Cuie?, Pevscmael DPcash, 1z bhis eapscity ap Exscutiwe
Becraiary, 18 resz;an 1ibio for mairtdinisg the aovm listi g awd fov
plecing an inddsidosl's newe on $he Boadd's aaaenﬁﬁ uftl dently in
advence of thz veview date to allow for -obGrining recomw-udaticns end
concurronces from the epprovriata Area aud Beadqusmers ,ivi sion Chiefe.

The following iec a eixmelow of steps tal 2 in the promne
u»m wesm

oo

it
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Clerk - Notes by ingpection of norm listing that employee’s
case is due Tor CSB review; mctifies Executive Secretary of name,
grade and stationj places name on forthéoming agenda.

Executive Seer « Advises immediate supervisor that
employee's case is scheduled for CSB review; requests recommendations
o basis of employee's recent perfourmance and qualifications for higher
grade. (If Foreign Field, vequests “Efficiency Report".)

Immediaie so¥ - Pregares recommendation and Personcel
Evalustion Report (if due) or Efficiency Report; forwards to Area or
Division Chief.

Area or Division Chief - Revievws recommendations and PER or

Efficiency Report; prepares recommendstion and completes his porticn
of PER or Efficiency Repord; forvards to Executive Secretary.

Execusive Secvetary - Reviaws recommendatioms and Reports for
completeness and indication of additional coordination; instructs Clerk

on supporting papers to be prepared.

Clerk - Assembles official versomnel folder, 0/C persconel
folder, and other required data; praperes "CSB Data Sheets"; holds
case for action by Board.

career Service Board Chairman - Presents case to Board by
sumparizing employee's Tecord, Tecamrendations of supervisors, and
other significent information.

Career Service Board - Conaiders employee’s patiern of
development, growinh potencial, and significance of promotion as raelated
%o hic future use within 0/C; members reach agreement on action to be
taken; members dictate Board's recommendation to Recording Seeretary.
{If employee requires training, or additiomal experience to qualify
far promotion, Board specifies tralning or experience required and
tables case pending development of qualifications.)

Ree Se - Prepares Board Action Memorandum for
approval 3 carries Memorandum to each Board member for
signature, hand carries signed Memorendum to DADCO.

Deputy Assistant Director for Office of Commnications -
Revievs the cese Tor compieteness; Meviews recommendstion for adeguscy
and conformance with Office policy; presents to ADCO. (If DADCO
disagrees, case is returned to Board for further comsideration.)

Assistant Dirsctor for Office of Commmicaticns - Approves
recommended actlon snd recurns o Recording Secretary. (If ADCO
disagrees, the case 1s returned to the Board for further action.)

-'i -
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= Pulls copy of Nemorandum for Board's
ranch for action.

Personnel Branch -Edffifies appropriate Ares or Division
Chief of Board acticn and prapares SF-52 which 1s forvarded to FD(C).

3. Ceses taken out of Ram listing crder.

The uss of a norm listing insures that the performance
and qualifications of each individual are periodically reviewed and
that, on the basis of this review, each individual is periodically
considered for promoticon. This aystem is kept sufficiently flexible
to encourage the recognition of outstanding performance and qualifica-
- ticas. An Area or Headquarters Division Chief, may, at eny time, resom-
zend the promotion of an individual. This recommendation is received
by the Personnel Branch. The Assistant Chief reviews the request for
completeness and holds it forr the next meeting of the Board. The recome
mﬁaﬁmismidmdhytiw%ﬁa&adetmimﬁmis%aato
vhether 1t should be pleced on the agenda for formal Board sotica. I
theeauisaocepteﬂasmfwmaetim, it is developed end
handled in the same mamner as the routine cases.

k. Cases below GS-7

An individual vhoze grade 1s below G5-7 is considered for
yrozotion on the basis ctarecmatimctanmwxeadms
Division Chief 0¥ on the basis of time in grede. The norme) time in
grade requirenment is six months for all grades up to GS-5 and nine
months for grades 5 and 6. When as individual's name comes up cn this
basis, the Assistant Chief, Persomnel Branch, obtains concurrence from
the appropriate Area or Headaquarters Division Chief and +hen Places the
individual!s name cn the list of thesc cases maintained for pregentas
tion to the C3B. The Board reviews these cases om a weekliy basis.
After the Boaxd has mede its recommendation, the case is forwardsd to
the ADCO through the DADCO for approval. Upon such approvel, the Per-
sonnel Branch tekes the necessary actiom.

D. Miscelianeous Activities
1. Marriage of Employees to Foreign Nationsals

At the request «f a Division Chief, the Board will review
case cfanmtstandingwployaemmm&afmignmuml.
Beardaecepbutheusefwnv&awﬂthemm@mliﬂa&fw
available position vhich does not require cryptographic clearance
if the Security Office does not cbject to the employee's retention
the Office of Commmications.

1Ye3CL] 4y

files; fo
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e, 2. Diseciplinary Cases

In unusual disciplinary cases, the Board may be asked
%0 raview the facts developed and to present a recomendation for the
ADCO's comsideration.

3. Office of Commmications Training Activities

a. The Board has sponsared sn axternal training program
for Seientific and Engineering persongel of 0/C. The purpose of this
program 18 to enhance the attractiveneas of e ceresr in 0/C for proe
fessicnal personuel by providing an avenus to contimued prafessionsl

development .

b, The Board comducts followeup revievws of superviscry
and administrative training programse guch s8 Buman Rescurces Tralning
Progren.

.’9 -
SBCRET
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SECHET
Security information

setivities of 0/C Career Service Board for the
Period 16 Hay through 15 August 1953

Humber of
Type of Gase Processed {azeg Processec

Rotation
Tnitra=0ffice o o o s ¢ o » & ¢ & © = 0 o )_LB
Mter«0ifice o« 2 ¢« o e o & & .2 & o @ s B @ 1

L}

Promotion
Inira-lifice
Appraved ooo&eewexsnewe
Disapproved o N o o
Teiority Requests Reta:’med ia Norm u:x.sthg s & ©
Taber-0ffice

¢

®
o @
NI
Hf‘@;g

&am*ﬁved ¢ & e © o & & @ .= ® & ¢ 9 ¢ 1
Disapproved o ° ¢ O
Priority Requeste Re c.ained :Lq Norm Jgisting o o o & O
Appliccmt, Reviews e © © & ® o & v €& » ¢ & o0 ¢ 8
Employee Heaxings « 6 « & @ s 8 s ® ©® & & e @ l’.l
Tours Exﬁended @ @ © » ® & u @ ° © @ ® - ® h.
Released for “ShOPPing" A © 6 @ B8 -8 & 9 & e e 6
Training s s © & ®8 © w @ & 12“.
Requests o larry Toreign ‘\Xatic:na‘.ls s > o s o o o & 3
Cases Tabled . ¢« e © © ® o & © . % & e o s e © L:;C‘
Tobel Cases Processed 27
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